Lvaidce, the established Division T/0 ‘was ee | Aduinistrat. ve pro-" 
cedures have deen streamlined and ell efforts which < uld poses Diy 
oa BOD eliminated have been dropped. In spite of this, ‘present | 2 
< gtaff has not been able to keep abreast of. the workload without oe ee 
- ogcasionally borrowing aid from other unites of the Division and. 
overtime of 303 hours in the past eix ao | . ages 


2. With a T/v of the losd will proportionately increase. s 

vs) in addition, the loss o cuments Control Brance imposes on i 

+ Administration, the responsibility for receipt, routing and control 

of ‘Litelligence reports.and loan asterial from the: CIA Library... 

inis was one of tno responsibilities saaccola handled » a HL 
.din BO, 


: yes The augmentat .on of FPO (Cla ae by the » State 
‘bepartmcnt unit (FPS) will increase the responsibilities of . 
Administration in the capacity of "Suilding Security,*. Wud lding 
Safety," and “tuilding Supply™ as the largest unit (FDD is. 
ausigned, those dutius for all A enoy v. qupenie of the building,: 


“ly: The following. duties a courrenty being pertormed by 
Staffs ane 
od ‘ : ft : fe. s83 z ae 


ae Adniinistrative tebe use2_ Sea pers 
“Responsible ‘for providing the Division with ‘adain 
 {strative support including personel, travel, — 
space, seourity, safety, budget,. medical, supply 
procureneut and training services. The inter~ - 
viewing, beating | of applicants: and the indoctri+, ; 
nation os new employees Aptcharged to this office 


Assista.t, Administrative Officer ase a 
Serves as Division Evaluation Officer, Training - 
Liaison Officer (non language), supervision of 
FUD unclassified pool, and’ assiats the Admini s- 
trative Ufficer in his: major. Gubler. 


Adm nistrative Assistant 48-7. ae f : 
Supervises Administration. and Message Center i cae 
3 Aug - clerical persounely prepares moatnly personidél 
fron Da 04 +0" 5’ Spec. Asst. reperts and statistics; maintains employee record 
to,DD/I (Admin) - cards; checks outgoing correspondence for/accuracy’ 
"1 -t0°2: You asked for = #1 forms handles Division’ group te ree - 
this. OF. course arrangements ee 
oak "aie 3 have, not oe 
aasyet,been firmed up," Talroa’ 

eee Se GORFIENTIAL 


Cy ; Pha? 


“hs aes : Way ae eas en .¢ ge, is pt ee th é i re a 


ek Nau 
Ae 
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3 — “SECURITY mironenariony 7 i 
Prt performes pga iuties of clerical Foutine 
tor the’ Administrative ae | 


je oe re 


~ acco: mataphiity records; eresial ite for pares 
“Ss eent , inventories, and: handles aiecellansous 
| ecrvices such as — _ Doses emt roped 


i" = Gecusteal Clerk GS-4: | eat 
Maintains Division tine and it tcsdumon redords | 

‘and. reports; personnel informatich | records, = 

and types correspondence and. personnel entieneh:. 

; and maintains aduiniatrative files. ae 


* Message Center Clerk OSe 
Clerk Courrier, Chauffeur Oak s 


5, The new position needed will require an intndotranie , 
Asai stant GS-9 with the following responsibilities: ee re 


Building Supply Ufficer (Fo and PPB) 
Building ‘Safety Officer (FDD ...d rP8) es 

- Division Space Officer. . 
Building Security Officer (rw and FPB) 
_ Budget Control = items 07 to 09 | 
“Reaeipt Fouting and control of anseletgonee Hoports 


and don ao from vo! Adbrary 


AUg 

A ee ‘phn /6" to ‘Spec. Ass * a ; : 
ee QeDD/L. “(admin) © a 
hee e iD ay You asked for 


ments : fad under Paras 3 have not 


ye ao 
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